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[ } Records Monegement Anslyst

Papervork Survey of the Hedieal Steff, Office of the Registrar

i« Attached is wmy vreport on the survey of eertain papervork
aetivities in the Hedien) Bteff. The report is pressnted in three
varts: Discusaion, Accomplishments, Fscoummendations.

Z. The study wes mede o8 8 result of 41 ions detween
. Tietjen, | It wns confined
prizarily to Registrar section where the bulk of the paperwork is

located. Fersonnel in the Clinieal Plvision and the Psychiatric
dtaff were contscted to the extent necessary to stully a proeedhmre.
after a preliminary study the Pre-employwent snd Entrance on Duty
Ivalueticms were selected for the survey because they presented
the grestest mmber of evaluations deme during FY 1062,

3. The sccomplishments sre the result of action on the part of
the Haglgtrar to secept the propossls sad, vhere sdoptable, put thew
into immedinte use. I believe the proposals inm Part 3 sre sound snd that
thetr zdoption, vhere possible, will bring sbout isprovements in paper-
work uanagenent and expedite the processing of mediesl evalustions.
I believe that the adoption of these recommendotions is essenticl
before conzideration should be given to any method of sutogating the
mediconl peperwork procesges. Purther studies should be made in the
Peychiatric Staff, Clinlesl Division and the Support Staff to seek
other ways for stresnlining papervork processes in the Medieal Staff.

h. while mwaking thiz survey, nemders of the Medleal Staff apd I
vizited filing installations in the Pentagon, National Institute of
Health, Treasury, and the District Govermment to chserve procedures
used in siwiler operations. We also visited the Carpenters Union and
the looal offices of filing equipwent sanufecturers in our seareh for
mr equipment.

2« During the survey I loterviewed sany members of the Hedleal

Staff who vere =ost helpful and cooperntive, enedlimg ns to ap oh this
atudy on sn objective basis. I particularly wish to comment
and who were wost helpful apd made my sssoeiation with

the Hedleal ftaff guite plezsent. This kind of eooperative apirit 7
condueive to good menagement relations.
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PART 1 - DISCUBSION

i. After a prelimimsry survey of the sctlvities of the
feglastrar I slected to study the procedures anl vork flow re-
lating to the initial smedicsl processing of spplicents for
employment with CIA, speeifically the pre-smployment and entrance
on duty evalustions. 7These conatituted 379 of the totel evalu-
stions done during FY 1962.

2. A total of eveluations were done by the Msdiesl |
ftafl to deteruine 1 tal ritasse of potential ) ‘
current euployees and thelir Sependents. Of this tota 25X1

aysluations were done for pre-euployment or sntrance of -
These evaluntions originated in operating offices of the Agency

withs
Office of Personnel origineting 90%
Other components 10%

3. Poutine suboisslion of these evaluations reculred:

& coples of Form 259, Request for Msdical
Bvaluation

3 copiles of Form 570, Request fur Pre-employment
#edionl Evaluetion

1 copy Fora 89, Medicsl History Tilled cut by
infividunl

1 eopy Fora 88, Report of Medicsl Examinstion cow-
nleted by Hedieal Staff during physiczl exsmimetion.

4., Disposition of Poru 259 by the Medicsl Staff:

1 copy to Office of Parsomnel for offfeisl
versonnel folder.

i copy to regusetor with Medieal disposition
or evalusetion.

2 coplas o Peyehiatrie Staflf I peychlatrie
setion neceasary, il none, copies are destroyed.
{1 copy for Peychistrie folder, other eventually

filed in clinienl folder afier PRO mekes
Aisposition).

1 copy to Iwmmization 1f evaluation for oversess,
if not, destroyed.

1 copy genarally retained by vequestor vho initietes
zetion.

downgrading eng -
declassification ©
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5. 48 part of the reerulting process, tha OffTice of
Perasonnel ineludes in its packet to sppliesnts, » Form 89,
Report of Medieal History, t© be Tilled out and returned by
the applieant. Yhen the form is received by the Office of
Persomel, it is forverded to the Modical Btaff with s recuoest
{or pre-employment medisel evalwation. This inditiates the
processing procedwe 12 the Medical StefT.

&. Form 89, Report of Hedieal History, 1s received by
Medicol Stalf with 2 coples of Form 570, Regquest for Pre-
swplovsent Mediecsl Evalustion, and five copies of Form 259,
Requast for ¥Medilesl Evalustion., These are routed 1o the
Physicsl Requirementa Offiecer in the Reglstrar for review of
the bistory. I szeceptabdle the Form 5TO is checked in the
appropriate box and given to the appointment clerk who detaches
ome copy of Form 570 o return to the requestor. Remeinder
of ile s pleced in "hold file” and filed alphabetlieally.

7. Duays and scmetives weeks laber & telephone request is
received by the appointment clerk ¢0 set up s physical exswin-
stion for an applicant. Appointment clerk enters the mane on
her sohefdule for s date sutually agreed upon Suring the telscon.
The dey before the scheduled appointwent the file is removed
from the "bold f1ils” by the sppointeent olerk vho assipns the
medicsl eontrol muber, types a list {11 coples) of the indivi-
duals scheduled for medical procesaing for the following day,
attaches the corresponding files to ciw copy of the 1list whieh
she easrries to the File Roos.

4. Fils room personpel prepsre addressograph plates znd
stanp o packet of forams to be issued f'or the medlieel rrocessing
the following dzy. ISsting 1 retained Tor reference pmorposes
in the file roce.

%. In the morming the veception ¢lerk is given a ecopy of
the list of persons vho are ssheduled for medical processing
snd the packets prepared by the fils room perscnnel. These she
2ives to each applieant as be appeers shortly after 8115 AM.
Applicont moves through lad sereening procees theen returns to
the appointeent ¢lerk with his papers; these she checks over
befors she infores hinz to return the next day for the second
phage of the medical processing-pvhyelcal exsuimation and
peychistrie testing, 1f necessary.

1G. Second doy, applieant yeperts to recepticniist who hands

him an envelope containing hAls wedicsl records fros previouws day.
Thege he carries through the second phase of the processing.
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1l. Al charts are returned to the Reglatrar/Phyeical
Requirements Officers for review of all laboratory reports
and physical examination reports. PRO's evaluate the reports
and determine disposition of case, II qualified, Form 259
is noted and ome copy returned to the requestor, one copy
filed in chart, ons to Personnel, two copiee o Fgychiatric
Staff (one for PH file and one for Pesychintric 8taff +to note
PS disposition and return tg PRO). If PRO feels applicant
may be disqualified or bas any reservatiocns about the ease
the chart 1s set aside for review by a doctor from Clinical
Division who mekes the determination,

12, 1 disqualified, findings are written up and refsrred
through the Regletrar for coordination end referral to Chiet
Madlesl Staff for review and concurrence. If findings upheld
a disqualificetion notice is sent on Forw 259, one sopy to

requestor, one filed in medieal chart, one to Office of Personnel,
ete.,

13. After completion of evaluation of medicsl records
and distribution of all forms the charts are routed to the
File Room to be filsd mmerically,
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During the survey, sction wes taken and/or completed on the
following Tindings which were brought to the attention of the
Segiatrary

1. FEDICAL SCHEDULING SHEET REVIBED.

The previous Forw 1929, Hedlesl Seheduling Shoet, was
3 14" x 25" epread sheet printed on one side. IL was ecusbarcous
to handle and Ymproperly desizned for the memmer in vhieh (b
wag neged. Roccuse Of i1ts glize speeinl filing precautions were
TRCDIBLTY «

The form was redesigned to 84" x 11", primted ob both
sides, yre-punched for filing in a three-ring binder, aud ea2n be
71led in n ssafle osdbinet. The form 1a used daily in scheduling
appointaents for the Hedlieal Staff. Personnel wing the forw

de  AEE OF APPOINTMAND REMINIER CARD,

An gppointoent reninder csyrd wvon designed and printed
for the appointment clerk to give to sxamlinees who are scheduled
o return for additiomal viaits to the Hediesl Staff. The eards
elivimnte the many intervuptions and telephone ozlls to the
sppointuent clerk to cheek on time of pext appointment. Also,

2 time saver to the individual since the isformetion on the ecard
iz unelsssified, and the size permits his to earry thw card in

1.  HELOCATION OF APPOINDMENT CLERK.

A change 1in the physical locsticon of the sppointment
elerk vas pade o lmprove the work Flow and lioe of processing
of exeminees. Sinee more then half of the individwsls reporting
40 the Medigsl Staff are not elsared vhen reporting for sedicsl
ezanimmtions, the appointment elerk was moved from & room in
the aleared sres to the unsleaered recepticn sres in close prox-
imity te the racapiion eleyk. A permsnent sounter will be
catablished after o test period to determine the best physiecsl
iosation within this avea for both the receptiontat and the
gopointsent clark. In sddition, Nedieal ig comsidering a
secured door to be opereted by & dusier system controlled by
the recevtioniat v woulld perwit oaly properly identified
oersonnel access to the elpared mes.

Approved For Release 2005/08/16 :/__CIA-RDP70-0021 1R000800100004-7
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h, PHYSICAL RRQUIREMENTS OFFICERS RELOCATED.

Physiesl Requirenents Officers were moved to a room
closer to the Tlow of work. The roou provicusly occupled wes
icested within the 1=b sree and housed files vhick vere used
many times » day by the 1ad persomnel. T™he ooz has been
relinquished to the lab persomnel. Physicel Requirements
officers are nov ccoupying e room reserved for their exelu-
sive UBg.

5. IDENTIPICATION PIATES ORTERED R FRO'S

Nome plstes for the Physisal Requirewents Offisers
mwwww&éanmaﬂtcmmnwhaaammwa
RO Por songultstion. In most cases an imdividusl {s refwrred
o o spectific perach. A name plate would readily fdentify
Hr. ¥ without Purther inquiry or disturding others in the room.
yedleal Pesls that the nawmes of the PRO's are elassified and
should not de displayed. There was no dhjection to plates
with title identifications. These sre nov opn order. The
$itls 1dentifiestions will not fully eclve the probles, The
office of Security should be contaetsd to dsternmine if there
is mammmmmmammwmmm.

6, HESTRICTIUR SICN ORIERED.

At presgnt the File Room hes over 40,000 wedical
files, both elinfesl apd peychiatric. The room is opem %o 21l
#edical Personpel who retrievs vedicel files ot randcm, use
mri%mmamam,wmwsfwnmlm
sundry reasons. To safeguard the {information contained in the
mediosl Piles apd to properly ssimtain control of the files,
access to the Tile room should be restrieted to authorised
peruonnel only. An appropriste oign has been oprdered and
ﬁnmmaamﬁmmmmmmaimmm
the TH08.

Charge out cards specifically designed for shalf
£1ling heve besn chinined and put into use. These replacved ;
memmimlmmswtmm:mhm&«i@dfmm
in file dymwors. The new cords have the OUT tedb located to |
extend boyond the file folders on the shelf. The refiling |
operation hag been expedited. |
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4 @irectory listing office locations has been ordered
to be bung in the entronce arel 1anding to the Medieal Staff
Toffieen. The Medioal offices open into s wase sfter one entare
through ths door off the mein corridor. A firectory will sid
Ageney suployees and visitors on offiviel Dusiness to proceed

ip the proper &irection within this area.

9, ROOM SIGHS POCIRED.

Signs 1Sentifying the room mumders for the lshoratory
and exsmimstion roco hove been procured snd ported. uring the
pedical procassing, exaninees srTe {metructed to report to specific
woons Tor various phoses of the sedicel prosessing. Prior to
cbtaining these signs, perscnnel would wander down the long Wall,
mmm,mmmw&mm'atmwm.
yith roos susbers posted, some of the uneertainty ie eliminated.

4 backlog of over 550 notices was elimimated through
the joint efforts of perscmanel loeated within the ssae office.
Turing heavy vorkloed perdod eoneellation noticss were relagnted
4o o low pricrity Jevel spd permitied to steck wp. Theough
the eooperctive efforte of Registrar personnel the imctive
£iles wers vemoved from the "hold files™ emabling the appoint-
wert clark to gain sufficjent filing space to accommodate
current workloed, Eliminstion of the insctive files speeds
up reference to the setive files.

11. BUSBER STAMP ORDETED.

4 duplicate "Dilsoualified” mitber stawp has been
ordered for the FPRO secretaxy. Currently infex cards sre
being Tulled end attached to cases thal sTre dlequnlified.
The cards travel with the cases 1o snother ares 1o be stawped
with eoprect disposition spd returned to PRO sesrvetary for
1iing in her contaol file. & @uplicete stawp will peraii
tbammtarywmm%mmmmiﬁhmh
is used frequently for telephone inquiries. It will also
oliminate the need for searching for the file while card is
out of fils,

12. MOTORIZED FILE UNXTS PROCURED.

Tan wotorized file wnits hsve been procured st a
cost of 326,000 to replace the 25 sections of shelving in the
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Pile Roomt. These will house the curvent 50,000 wediocsl files
and provide en incresse of 267 in filing spsce with = reduction
of 26 8q. £%. of floor space. The ehange over to motorized
units w11l incresse the reference rate, increase emplayee worsle
and fmprove the physieal appesrance within the file vous. The
units are sxpected to be imstalled and opersble sarly im 1963.

13. ZRAY FILES RELOCATED.

¥ray Ciles had deen physically loested in the flile
room, Hegistrar aree, dut technmieelly a responeidility of the
Ciintesl Divisicn. The xrsys were serviced hy the lsb technd-
cians, The xrays octupled wooden shelving extending from the
floor %o the colling vhich wes insongrucus with the type of
shelving used to house the wedical chart files. Additlomal
riling apece was nesled for the expanding chart files.

The xraye have been moved to o roou eloser %0 the
i=b srea, the file room has taken on & neater sppecrance,
83 cubic feet of space hss been relessed and swvailable for
filing medical chert files, and the meed for lab personnel
40 work in the fils room hes been eliwinated.
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The following recomendations sre subsitted for consideration
by the Medical Staff

1. PERNIT TBE INXTIAL REVIEW AND EVALUATION OF PORM 89,
PERSORNEL.

A pre-eouploysent evaluation is reguired for prosped-
tive sgency persconel to determine vhether they qualify under
Ageney sofical standards., The busis for the ewlustion 1s &
Standerd Forw 89, Report of History, couploted by the
individual. During FY 1962 pro-employment evalustions
were made by t isal ftaff. These wxw 375 of the total
evaluntionn reportad by the wedieal persomel.

of th{ |- spproximetely 10% requived acditiomal
inforection necesaitating correspondence

wedical Stsf?
. cencelliad or fafled to report 21%
. for physical exowms 9%
To submit th w 89's to the Medical Staff
for routine review rTequ foras.

3 eopies 7 5TO Request for Pre-ewploywent
Evaluation (1 ecopy retained by
regquestor)

& eopies 7 259 Request for Medies)l Pwalustion

1 copy Form 89

10 forms for eseh individusl.

If addittions]l informetiom iz required by Medlesl, anctheor
3 part get of Form 570 is preparad, or in sowe instences, a wewo
gent to reouestor. of the svaluations recuired additioms)
inforeation - 10%

| !{m 570) =| |
Lw_gwu in submitting the Form 09's for initial

Y 1962,
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A review of the eancellstion motices for May through
Augnet 8, 1962 {535 notices) imdiosted that voughly 70% of the
reasons for eancellation were "cbiained ancther position” or
1o longer interceted”. The Medisal Staff was required tes
purge thalr files of these nmedienl histories.

With the Office of Porgonnmel performing the inttisl
review the Pors 89 would be retained in the Persommel applicant
files until sueh time as the applieant sctuelly eanters on duty.
Usually by this time ssourity inwestization hee Leen coumpleted
or wall under wvay. The Fors 8% would be forwarded to the
Medicnl Staff st the tioe 2 regquest is sent to schodule the
Individual for a physionl examimetion. The Medical Staff would
not eatadblish o flle witil e iodividual wes ready to report
for a physiesl exaw.

During the initial contact of the Office of Perscmmel
with an applieant the recruiteyr undoudtedly has certain stan-
dards aghainst whiech an applicont is sessured. IT medies)
standards and requirenents were added 1o these standarde alomg
with sgy specific lmatrustions or training necesssry for waking
medical evalustions, a getisfactory decision on the applieant's
qualificaticne could be wade by the O0ffice of Persomnsl. IP
additional inforestion wes recuired, 1t could Yo cbietined
dirvectly from the applicant. If the resvuailer in the fisld
falt that & medieal advisory opinlon was recuired he should be
sble to consult with Federal wediesl officers located in nesrdy
aress or refer the wediesl history to hsadquarters for reviev.
Appointuents t0 positionz in the Agency ere subject to phveiesl
examination. AL such time the Mediesl Stsff woul? evaluate an
individual against speeific Agency requiresents.

Ansuming this procedure, the Medical Staff durisng
PY 62 would not have had toi

- review ond set up "hold" files of |
histories or 378 of ite wations.

-~ recaive apd procuss M papers in
conhmetion with these histories.

- vetaive and sct upon 857 cencellation nctices.

- dispose of 8,600 papers relating to the ean-
callations .,

- Tiee spent on therrocessing of pre-euploysent
evaluations could have been chammsled to other servises and
support for whickh Medilcal Staff {s responsidble.
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@« HAVE THE POYCHIATRIC EVALUATION PRECEIE THE PHYSICAL

During Y7 1962 apprextsctely 5% of
evalustions of sedical histo-ies and phywiesl exaninstions
vere disquelifind by the iedieal Btaf?. Of this growyp
about 75% were 2isqualifisd for pesychiatrie ressons. IT
the payehiatrie evalustion is copsifered o requivesent in
the Agency’s persommel recrultwent process, this svealmmtion
aight best de dome In sdvance of the physisel exauiastion.
Por those persons who enter on duty with the Iaterim
Assigmmept Branch, the personnel index eould be given as
part of the orientation program all undergo after srrivel.
The sedual testing could be done within the IAB sves either
by IAR persoonel or & person fros the Psyehietrie Staeff.
The cospleted fores would be forwerded to the Psyehistric
8taff for review. Conducting these tests in the IA® wuld
elisinste the trip %o Headquarters for testing purposes.
Plsgualifieation by the Peychiztrie Staff would precliule
the oeed for further provesszing in the Nedioal Steff,

3. BCHEDRIE IBFINI'TE APE & FOR MEDICAL PROCESSING.

The lab sereening end physical exsstmation functions
2re the responsibilities of thw Clizdes)l Division., The
scheduling of sppolntments, reviewing of charts, seiptsining
and filing charis, and the meintemance of the receptiom sress
{coe for cleered persommel and cne for unclesred) come withis
the jurilsdiction of the Registrsr.

In aceordance with the wishes of the Clinlesl
Division sll perscos scheduled for pre-suployosent and entrance
on Juty evaluations are regquosted to report to the Mediesl
receptiontst on or shout §:30 AN, end st 1300 P.H, These
are geunerally unolsaered msales ond fuwales reporting for lsd-
oratory tests and for phyuicel exseipations. As 2 result an
average of 50 peresons sppesr before 8145 s.u. to cecury the
uncleared reception ares whioh has seating fseilities to
accomnodate only one-third of this group. The late comers
have standing room only. Xach of these individuuls sust
report to the receptionist. She ohecks over her liet of
appointoents, selects and gives the emssimee his pre-prepaved
pecket of forss ead directs him to wait his tarn to report
for exsgimtions. As in any similar situstion wvhwre large
groups of pecple are conmfined to swall quariers, chuos retgne
s . »
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A typlenl week's schedule of appointments:

: , 1300 PH |
25X1 Monday 9/24 les - phystesls 25X
! ldven j
Tussdey 9/25 les - screening Pewnles -
E}: . et physicals
len - sereening
ved. 9/26 lez - sereening Pemules -
E::- - paysteals phynicsls
lss - sereenring
Thurs. 9/27 les - screening tonnlon -
Caies oatel Jhysicals
females - sereening
Friday 9/28 les - sereening Pemales -
les - rhywiesls - Physicels
les - soveening _|

In addftion, 30-50 Agency employees report daily to
mwmﬁr@mwwmwmmr&md
emimm:. These perscne ccoupy the “clesred rececition
gm sttention of the reeceptionist is Aivided beotwean

Peruitting the appointwent clerk to schedule Jork
Persons per esch ﬁ:mm s nter m& 1 hcgilga:tw with 8:30 A.M, would:
-7 tion at 1oth Street shutt stop
mﬂo 8130 s.m., 1
- * the moiber of persons oeeupy the
rece ﬁm area at one time, e
- perait an orderly movesent of persces from
the receptionist to the yraocessing areas,
mﬁaalt mmes*eaflmﬁrmtathp“
onlet, eppointment clerk lzboratory -
e;;xa, abd others, * techal
- elininate the need for several medicsl pergonnel
to report for duty before 8:15 to handle the group,
- present a more serene atwosphere in the
proacte bettar pibiie setotten”
- ‘ tter publie relations with persoms
reporting to Medlesl for the first time.
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h. TETACH PORM 1046 PHYSICAL EXAMINATION CHECK SHEET APTER

heoughout the pre-ewployment process the exsuines
earries his medliesl records., This mecessitates stapling the
vopers inside an envelope ench tlime 2 proeess 1s completed,
mwiw%mmtﬁmemimlﬁom&mwu
of process. Awong the forms used for processing is Forw 1045,
Physical Ewswination Check Sheet, vhich ssrves o a reminder to
sedical perscemel to couplete the speeific cperations listed
thereon. #As esch test or item is completed 1t Ix checked on the
form. At the end of the laborstory screening the exeminee is
given an envelope with his papers stapled within and instructed
to earry it dack to the receptionist. She aecepts the envelope,
refors hin to the appointment clerk vwho verifies his next appoint.
sent, records time om sn appointment roxinder card and gives it
to the exsoinee. The appoimtment clexrk then stacks »11 files
on & Gesignuted ares of the tadle in the next room. These sre
yuwmwmunwmmummmmmmtm
individual findings of each 1ad test., Files sre then stacked
for the pext day's procsesing.

I the sxsainer ¢ lad techniclian rvetursed only the
check sheet Fors 1086 to 4w applicsnt after the lab sereening
process was completed, the spplicant could present the check
sheet to the appointment ¢lerk ss an indfcation that that phsse
of the medlenl processing was fintshed, The recepticmist or
the appointment e¢lerk would lock over the cheek sheet to see
that 1ab processing wes coumpleted, verifly the time of next
gsocheduled appointoent, snd exaninee would bde dismissed.

stapling of the mecords, The file would remsin with the lab
technicisne wntil the lsb Tindings were reeorded then carvied

+0 the file voom for overnight storage.

This process would elisinate

- the necessity for staplimg papers several
times within the envelope,

- having axhainee carvy his file back %o
appointaent clerk,

~ tragafer of Tiles Wy appointwent clerk to
ﬁmk Gm’

- trips by technicians to plek up the files awd
caryy them baek to the 1lab ares,

- returning files to stack ares for next processing,

- transfarring the files to file rooe for over-
night storage.
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inforwation on medieal returnees snd reasons for return, wves
last ordered in 1957; Porw 1588, Medical Btotiaticel Work
Sheet, lant ordersd August 1063 desligned for recording ste-
tistics. Medical personnel sppesr to bave need for foforeation
comtained on both of these forme, yet Bootleg forms were found
to capture this tnformation.

Creating forms reduces time rersonnel chould epend
on official sssigned duties. The forms woy £111 She imwediate
m&mtﬁm&:tﬁﬂﬁomm intercffice needs
or long range plane as office automation, sew regulations,
etc. wWhen new forms are coordimatod it is possidle to con-
solidate or eliminate other forms and procedwres to the adven .
tege of sewsral operations oy activities.

The inefficlent and uneconomical ractice of bootlag
forms is officially 8tscouraged by the Ageney. Good fores
result from cooperative effort of all whe ereate, Pill in, use
or bandle the forus. Many offictals fall $0 reslize that
unsuitable forms actually bring sbout wany operating prodbless.
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REVERTING TO A OWE-DAY SCHEDULE FOR MEDICAL
i

~ During PY 1962, o total cd:l-n:mtim wore 25X1
done to deterzine the medical fitmess of /geney ewployess, ;
their dependents, and potential ewployves.

Hedienl svaluntions ere prescrided for:
Pre-auploysent
Entrance on Duty
Oversess assipmments
Oversess a08ified
TIY Btendby
Headquarters TOY
Armmnls
Special training
Return to Duby
Fitoess for Duty
Medical disadility retirement
Tependents

The responnidility for scheduling smd premering for
these evalustions and for the tecbnienl snd sdministretive
review of all evaluntions is centered in the Registrar. In
addition, the meintenance and econtrol of oedfesl ehart files
iz physically losated in this office.

Under presest proeedures the wvedicsl processing for
pre-esploysent and entranse on duty evolustions 4s done on a
two-day schedule. Applisamtz report on firet day for labora-
tory screonting snd on the seeond day for physiecsl sxmwinations,
peychiatrie testing, and eomsultations, if necassary.

Provessing wis extended to two days some time ago on
the basis that the wedieal professicnsl personnel falt that
it vas advantapgecus to them to have the resuits of the loh
tests st hand vhen the physicsl exsaimstions were Yeing done.
_In effect, the two dsy process regquires two visits by the exsminen
to the Medicsl Staff, daudling the worklosd for the reeeption-
ist and the sppolintment olerk as they now seheduls him twiee,
soe hinm on two oetasions, liandle his wedical records twice
pove. For an individual eowing frow the Personmel Pool this
means two tripe to Hesdyqusrters and baek; for persons brought
in from out of town it requires o stay at &n overnight aceoumo-
dution,
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Although the medical professiomsl perscaoel. prefer
$o have at hand the results of {he lsb tests (urinelysis,
blood, xray), gerevelly me “on-the-spot” Seqisions are a
by thess persons. All mumummmm;
who weke the eveluation or disposition cn esch csee, vhemever
possible. Cueedionsble eases are roferred to the Clinieel
Division for reviev or elarifiestion before fimal disposition
is sode. Iu wmost coses, dispositions are wade within one
dey, however, “len sdditiomal reviev or informetion iz necessary
& time iagastmmmkwmnomthwanm.

i ohange to e mmmmawﬂ:m
double workloed for the veeeptiomist, sppointment clerk, file
rocn perscznel, snd be mors convenient to the examinee.

7. PERMIT EMPLOYEES REPCRTING 7GR EMERGENCY TREATHENT 70

Approximetely 150 ewplopees vistt the Rursing Branch
sach woak for wmng treatwent, such s, colls, Meudaches,
cuts, sches, etc. During the "ecld® or “baylaver” sesson this
ppdber muy resch over 200,

Esch esployee reporting to the Medical Staf? for
treatument is reouired to veport %o the Receptionist whop
requests the eaployee to £ill out = Form 156,
Hequest for Loan of Foller, takes curd to file
room &nd returns to her desk.

mmisawmmﬂinmmmw1
mmanuummmﬁmmwww‘
receptionist. Porm 198 remainms as the charge-out sard in the
Pile Boow.

Receptioniat then -
ingerts chart in brown envelope,
staples envelope,
gives exvelups t0 the enmployee,
Atvects his tc Fursing Branch.

Rursing Branch -
auccopts the ewployee's Tile,
rencves staple and ahart frow envelope,
ascertaine rveason for visiy,
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adsinlsters treatwent,

records treatuent on Hedih Reeord form in
chart file,

carries charis back to File Room 2t = comvenlent
tize 10 be sorted sod wefiled.

File Porsomwel -
resove charge out cards in files,
return charts to file,

xfwlwmmtmwwwmm'w
Bronch for cvergency treatment without the cherh files, the
rrocedure woulds
~ eliminate mwed for receptionist to lsave desk
watiendsd to go to file room,
- speed up ewmerpency trentwent to swplaywe,
~ roquire less andliing of mediesl records s
charts would remain in f1ile,
~ elinirate pulling over 10,000 eharts apmmlly,
apd vefiling,
- diseontimme need for over 10,000 charge out
cards per yesr,
~ peroit the tine and services of cne file elerk
%0 be re-directed elsevhare,
-mmmrmmmmmmm:
operation required for routing charts to Mursing
Bronch,
- promote e better morsle factor aming cmployees.

To maistuin eontrol for statistieal pmorposes the
Bursing Pramch would ssintain & log on which esployee would
record hie wame and purpose of visit, The murse would record type
of treatuent or medicetion sdeintstered and detersine whether
the visit should be recorded in ewployee's file. A pre-deter-
mined sysbol eould be used on the log as s reminder. it epd of
the day the log (or = esrbon copy of the log) would be sent to
mfihm%mmﬁhgmmm%mw
entry an the smploysa’s record. The mumbsr of entries to be
made would be fer lses thon the present 10,000 or more now
deing recorded in the files.

The use of o Teliutograph telescriber (ses recossendstion
1&}wmmwm3mwwrwmmﬁmmm
the file voom. I the Bursing Branch deciden that the amployee’s
Tolder ia resuinred £t cson be recuested viz the telsseriber and
ﬁeli::;ea to the Wursing Branch vhile the eaployee is being
treated.

Approved For Release 2005/08/16 :/%-RDP70-0021 1R000800100004-7

GONFIDENTIM




Approved For Release 2005/08/16 : CIA-:RDP70-0021 1R000800100004-7

8. TDEVELOP AN OFFICIAL MEDICAL FOLIER ARD ESTABLIGE STANDARDS
POR IT8 CONTERIG.

A review of mediecal charts revealed that both adminis-
trative and wmedical type papers are belng filed in the charis.
The gontents of a sampling of 50 ewployes clinical charts and
10 depenfients charts were apalyzed. A dreakdown of the contents
iz shown on the following page.

The folders comtalned forws, letters, and papers of
verying sises, some were originals, handwritten, and typed eopies.
A mmiher of charts contained several cables, From one to nine
copies of Porw 88, Report of Medical Exsminetion, vere found in
each chart} 26 eharts had five or wore Porm 85'a. Stapled to
moat Form 8B's wes an zZ.ray. A listing of ome of the charts re-
vieved 18 sz follows:

1 inooming letter
16 mewoe for the record
4 carbon coples of letters
& Porw 88'e
Lk Form 89's
1 report of qualification
2 written vomos
3 x-reys
2 routing sheets.
1 release of information
3 heslth record cards
L requests for welienl aetion
3 requests for wediecal svalustion
1 consolidsted lsbh report
27 1sb slips
5 medienl suwmaries
1 7 543 atck leave
8 EXG

Although the sampling 414 not inolude peychiatric files,
a eursory review indiented various and sundry papers wvere being
f4led within the charts. Standerdizing the contente of thes
folders appsars warranted.
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REVIEW OF MEDICAL CHART FILEB

SAMPLING

letters inconing
Cablas

Heoo for record
Bills/receipts
letter saydons

Fora S8-3edieal Evams

Fora 37-32 Report of Phyn. ual.
Form 89 Hedical History

Hritten Holed

Clinteal Treotaent Reports

X-rays

Form 1066 Interis History

Poru 1076 Disability Clatm

¥Mediesnl Supplement Sheet

Roelesse of Inforestion

Henlth Record Card

Request for Med. Astion apd Report
Form 259 Reguest for Med. Evaluntion
Fora SOXPS Disposition Porm
Coneolidated 1ab Report

inh 5lips

Weritten Lad Reports

Hedical Swmaries

Yors 543 Siek Leave

g

Evaluations Written by Doctors
Routing Sheats

Aathorizations for Operstiom

* 26 gharts had 5 or wore ¥ 88'a
¥-g gherts had 9 or wore X-rays

Euployses (50) Dependents (10)
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9. CONSYIDRR ANOTHER SYSTEM FOR FILING THE MEDXCAL CEART
REORDS.,

Fagber apd securate service with redwrtion of time and
coet Lo & Dere wintmes are legitimets cbjectives of & flling
system. All reccrds require some time to elassify, sort, file,
find, apd eventuslly Qestroy or pressrve. Medical Steff¥ should
give consideration to changing its present method of filing the
medical records in view of pest sxperiemce with itz present
mothod of filing.

The present Tiling asrrungewent of the medieal records
is by sediesl registry mmber. Additions to the file are 1imit-
ed to the end of the file, mecessitoting back shifting of charts
to provide filing spece whenever adfitionel space is required.

g&mmwmmmlmmmm
| In 1953 this evlleetion weasured

ammm.m&iuﬁsmawwmmw,
With indlestors pointing towsrd still more flles, the Heliexl
Stat? puarehssed ten motorized shelf umits vhich are expected to
be installed and opersble early in 1963. These will provide
2300 wore £iling imehes or an ineresse of 20% in Tiling spsce.
The units will alleviste the eurrent filing spece prodles and
dolay the tive vhen Mediesl Staff will sgain be reguired 40 baek
shift to guia filing speee, PFast experience hes shown that back
shifting is o lsboricus tssk reluctantly perforsed by = few.

e simglest wethod of filing is the siraight alphabeti-
esl systes. It fseilitstes filing sad finling without use of
cthor finding aids or chaes. It is essy to imstall, easy %o
operate, sad essily understood by sll peramcms. An alphabetlesl
mmmwmmnmaumwm
ammmmmwmmmmmmmmr
that recuired within the limits of vach latter rether than the
entive fils. A pracedent has been estedlished in filing sisilar
material by peme in the offiee of Persconnal viere the officisl
parsonnel folder vhich eontains significant semsitive saterlal
is Tiled alphebetieslly. Medical files ave reguested by name
and vetired hy maoe, thwrelore, sasigaing s medienl registey
purber appears to delay the £iling and finding opersilons iz the
#1le rooa. EBrrors in tramposing murdbers would de elisimated.
e use of sufficient guldes to divife the slphebet into perts
would speed up filing operations. Festrietion of authorized
mmlﬁmmfmmmmmwmeml
ovar the files.
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Filing by pumbers to parmit the wse of the medienl
registry maber may be retaioed. Howewer, instesd of the straight
mmeriesl systes now baing used, the Mediecal Staff should eon-
sier the Terminal Diglt System if seeurily or confidentielity
of Tiles ia of primery importance. The Me@ical Staff hes pur-
chaged 10 motorized wnits. By utilizing ome unit for ome
terpinel &1git ssch {filss ending in 1 be £iled in coe wmit;
those enliing in 2 would e filed 1 the sext wmit, ete.) the
medieal Files sonld de svenly distributed throughout the tan
unite. The outstanding s@vantage of this systen would de the
Peuad lopation of filing mstorial whieh would expe@ite loesting
and filing. The files would be expanied or ecntracted within
eash unit and reduce the need for beck shifting the entire file
ssch time more space is regquired. Onoe the changeove:r has
started 1t should be eouplated in the shortest poselble tine
%o eliminats confusion snd & Breskiown in operstioms. One primery
disadvantece to eny mmericsl file is the need for a eross re-
revence index. The sserch through an index =dds to the time
ﬂ@iﬁ&%ﬁﬂaﬂhmmawmr&mmm
awhers which vill further delsy riling and finding.

Also waSer comsifferation is 2 gomuon sgenty muber
which is being stulied for possible applieaticn in Medienl,
Seeurity, Perscmmel, Fayroll, and vherever ssployees' files
are mainteined scomding o s nusber. Its effect on the wediesl
£1ies should be eomeidarved by the Medieal Gleff.

10. DEVELOP PHYSICAL STANDARDS FOR USE IN UETERMINING QUALIFI-
CATTONHS OF APFLICANTS FOR DUTY WITH CIA OR FOR g
ASSIORMENT

The deternination aa to whether an applisent 1s
wedicslly qualified for eaployment with the Agency or vhether
an swployee is qualified for specific duties within the Agenoy
1s not being done according to prescrided stundsrds established
for this Agemvy. Decisions renfiersd Yy the Peyehrometrist
and the Maysiesl Requirements Officers are based on personal
experience, current knowledge, or attitule of the reviewer, or
a ecebived eo-worker decision following a discussion} in scoe
instencen, standards preseribed by other Federal egenciss are
used 88 2 basis Tor evalwstion. Developing stanfarde will
provide reviewers with guides for making uniform decisionsg
assign responsibility within specific sress) sssist perscnnel
in ad3ition to the Physiesl Requiresents Officers to weigh
quslificetions of spplicants egeimst the stendards.

A
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YHICH PURTHER SPUDY IS REQUIRED, =

_After souwpleting the Farpopal Index the exnuinee
mmmmumpmmsmmm it

| mmmau&mlmmmz
tw regquiring Mher asetion, consultstion or study Ef

- eliminete 700 of the Paychistrie chn

fron the files, T

~ disoontivme the need Tor establishing =
W&g folder for the file,

-~ reducs mmbor of files to be
;uthfihm; meintained

~ discontinue maintenanve of insctive

an othervise sotive Pils POO, Fiies tn

- peraly destruction of 26 euble feet of in-
mmar:ﬁ}umatﬁsmm,

- um@mwemtmwmﬁmm
Tiles %o search through,
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e cumrrent Porn 621 Persomel Index is o 20-pmpe
booklet which originated in 1955, wes revised in 1956 snd
1958 and e currently usisr comalderation for revision.
Up to April 1961 the Medicsl Staff ordered vver 23,000
coples of the Persomsl Index. Estimating = priuting cost
of 7 eents o booklet these have cost adout $1,800,

Reprivting the booklet rs a guastiomnsive rather
thep a guestion and snswer boocklet would refuce the quantities
to be ordercd by shout 804 printing scets would be greatly
redused gince the muber of printsd pages would be less) the
avestionnaire vould be used ower and over with snewers writien
in sp spsver dooklet supplied with 4he oeestiommalre.

Fors 1066 1a given by the receptionist %o =11
individuzls whe ame $o De seen by the Cliniesl Division.
Faployees are regquasted to complate the fore while witing
in the recepticn area for thelr mediusl charte to be pulled
snd eventusl veforral S0 the Bursing Branch. An average
of 40 forss per 4oy are lswued.

% veview of some of the eceplsted forus showed
that 04 of the "50” boxes were checked. Of the 107 checked
"yes” & very brief explemstion was given. The information
that wvas given could have been elicited from the imdividual
furing his pyslenl exanimetion or comsultstion with the
Clintenl personnel. :

The fora alsc iastructs the employee who is
returning from an oversess towr of duty to imelude sll
ilimmssns or injuries incurrsd during the overseas tour.
Thizs fuplicetes inforuation alvesly made known to the
medisal otaff by cable or dispateh forwsrdsd to Bezdquarters
during the tour, or duplicetes reeords which will %e forth-
coning from the fleld,
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DMscontinmmnes of the vholesale use of the form
woulds

- eliwisnte the need for the receptionist
to prapare these fores for distribution
eoeh day,

~ remove the inconvenience caused by lack of
vriting Tecilities in the reception ares,

- axelode over 200 foros per week frog the
wedical files, _

~ reduce the swmntity of forss to be printed
and stocked by the Hedieal Starff,

~ elinivate duplieats records for employees
who have served overssas,

During the initial survey seversl repcrts were
noted in the three areas studied. Scue of these reports
emmmmwwimw:nwnmw
and retyped each month. In some lnstences, feeder reports
were being typed and forvarded, to be rearranged and ve-
typed at another lswel. At eseh mwporting level coples
were beling pede and distributed.

Reporting is a costly papevvork cperetion, lMemy
sanhours are required for sattml preparation, fmeluling
posting to workshmets, compiling, typing, proofing and
reviewing. Analyzing and compiling data from the reports
add to the bandling costs. Medieal Staff should respprsise
its reporting requirements snd question the need for the
information Yeing reported. Xeeping of Suplieate statistics
atm&mhwhmudmmgﬁaswnw%m
of repetitive items for each report.

15, ETUDY LOOGING AND CONTROL PROCETARES WITHIN T2 MEDICAL
STAFP.

During the preliuzfmry smurvey seversl comtyol
were choerved that could de elimimmted. Duplieste control
enrds, logs, snd suspenss files should not be persitted.
Preparation of these are nonm profuctive sctions which incresse
work sonts, decresse quantity and quality of werk output and
delsy the flow of cuse processing. The logs are not deing
maintained to satisfy security or medical requirements but

r - - 00800100004-7
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merely as “just iz case” eomtrolz. Sinee the Medfesl Btal?

is nov one big Tamily loreted within s swsll ares it would
secm loglcel that a oharge out ecard inm the file room

should be saple control and thet the subsidiary controls
maintained by the secretarics and elearks could be discomtimed,

16, REVIEW AND UPDATR THE HECORDE CONPROL SCHEDULE FOR 78R

the segregation and Aisyosal of temporary records and asmure
that recorde of contt value zre saimisined.

The curpent schedule for the Medical Staff was
revieed in 1959 since thut tioe the Staff hao moved to a
nev aite, funstions have been realigmed, an organisstional
change has taken plsce, and addittonsl resords ssevealinted.,
MWwwmﬁMnimtmm&m_
ammsmeummmmawm,

€W Y

7.

At present folders for the depexdents of oversess
mmmmmmwfwmamlmﬂm
the eaployees. mm:‘wanmwmwu
feuily are gonfined to ome folder, 1f possible. Generally,
Wmmﬁﬁm&mmw&ﬁmaﬂum
more filing spoce per folfder. No ectusl eount of the mudber
M&M&Mm@mﬂz&mﬁm&amp Aasuning.
two pereent of the presenmt total of 40,000 folders in the
files would wean there are 8500 dependent follers im the
file rooa.

In un effort to slleviate erowled gopditioms in
the file rooe the dependent foller could be retired to the
Hecorlis m&:mmMMwmmiw&m
the oversess ststion. A definite vetivement pariod vould be
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egtablished o permit traneler of nt lezst one cwbie foot
at sny given time. Tie folder can be recullsd wien and if
the dependent 1is again schedulsd for oversess processing.

By retiring these records, the Medieal Stuff will
eliminete & group of imesctive records fron ite sotive files,
While an esployes veoulns at hesdquarters there is no further
activity within the dependent folder. Whan & report of
separation iz reveived Ly the Mediesl Staflf the corresponding
folder for the esployee is pulled and, uless the fils olerk
15 alert encugh at that time to check for any additiomsl
folders, the dapendent folder mey be overlooked a=od remain
in the Tiles indsfinitely. Transfer of dependents folders
to the Becords Center shortly after a return {rom owersens
sesigomerts will spesd uwp referemnce serviece in the file room.

R THE USE OF A TELAUTOGRAPH TELESCRIBER GERVICE.

The Teliutopreph Telescriber Oystea iz an slestronie
communication device designasd to trencmit hand writtes
manauges Trow one polint to spother. You can write in yowor
office and hove the mésssge read slsevhere in the organizs-
$ion.

The Syston iz custom mado to meel individunl noeds.
Within the Mediesl Steff it sould de ussd for reguesting
files from the File Room. The receptionist could reguest
wedieal records without lssving ber dsgk. The request would
be transmitted vin the teleserider. The sessage received
in the File room would be used ss the cheorge out csrd.
Cne telascriber could be Iinstellad in the Nureing Branch
to b used for requesting folders while an employee iz being
given swergenasy treatment if 1t wes feld thet the folder
Y58 Necesssry. Another transoribder might be instslled in
the Peyshiastric Staff am the swvey indiceted that wany
requasts are made Yy that Staft for folders Trow the file
rocm. At the present time employees are le:ving thelr work
areas %o either reguest Tiles from the file room or gull
the folders they desire.,

Strategic placement of teleseribers in the Hedienl
Staff would permit prompt writing of regquests direet to the
£ile room. ‘The message received would serve as the charge
out for the folier. If Tolder 1s not in file a telescribed
meggzge o the regquastor would inforw him of the locatlon of
the file. A telsscridber systes woulldl also eliwinete the meed
for othey ©un file povsonmel 0 be present in the file roon,
thereby giviag Tile persoomel greater comtrol over the files.
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